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A.

INTRODUCT ION

PURPOSE

Uniformity is essential to effect

ive record
Banagement practices and is basic to efficient ’
SorTespondence administration, Uniformity pre-

to provide such uniformity in the
preparatio:
handling of Agency memorandums and letters. n and

SCOPE
The Handbook covers only memorandums and letters

-ofnce-onmmntomlgoncyoo-ponenu. Any

special oorrespondence requirements are provi
ded
mimfsnpplcunto. Regulations for thzo s:-ciiln
types o correspondence are issued by the Agency
m involved, Rach Agency component is to
pdionsd intra-office procedures and correspondence
ol systeme. Such g prograa is under the direo-

Record Management Officer in the compone then
| t
to the CIA Recards Administration Otfioe:. and
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Preparation of Memorandums Part I
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| PART I
PREPARATION OF MEMORANDUMS

carresponding vithi
ey Pt agasios (1f informality s
apropriate

o R R

3. Tee form 1132, MDTRUDOK OF CONVERAATICH, 0

m‘t‘::mm or a Deputy sient
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raRT | PREPARATION OF MEMDRANDLNS

Co Coplos Required

le Coples should be k te s ainiowm, The official recerd
should be propared on yellow tisswe. Gemerally, proparstion will bes

Origine! ~=adéressce
Tiesws —oourtosy copies (ss nesessory)
Yoliow Tisewe ayeliouw or official resord oopy

White Tisswss for -~cash lafersstion addresses,
«sgoordinating offloer(s)
~=(twe If signer Is 061, 0081, or QL
* —eny odiifiona! ctples oo aeconsery lateras!
\, ‘ dlstridetion

Slus or groem thh!ul oopy for origiaater

2. Ocples thot are ety fer Tntra=offics we ooy be by
o oy i ettt seatrentumn tor_forvicding vetal e the
Ml:ur office oust be prepared by typawriter, or on & wuitlith®
reprodustion ssster. Neasrandun referense may be repreduced or typed.

'\ Oe m..

hen wming lmmcmmm oot the loft aargln of the
tent fluch with the verd % e Allow sl loast one Insh for the
o soaes o .‘.:2'..‘:‘-‘&3‘.".!3"."'..“7. m‘;a" oil
og pages ol page. g v
begin ten or twsive lines fres the tep of the page.

S. Oate
The date will be loft bloak when the assereaden lo to be ol e
another office, or when it 10 ast Lo be ol the day it ie N
If the date is insluded, type It tiush with the right 1
nine llm'rr&oh’“'&‘. ".T“Nﬁhnyhg’ %, :‘
otamped, It oqn';‘ ] ag ogueness
1569 ’ »

yoor--gs 90 Novesber
Fo Preparstion

Tl o et T BRI T
i the [ r »
I:.Io o be-ontered, Five,iines low the tiae the hosdings

MENORAIDUS FOR, mmz ’J ero). A - -::- & apere “{.::2.
SUBJECT, sad REFERENCE (o) ore ) -
oin, l“o s6dressse, the swd od &:?c‘mo iioss are Svged In lower

e00e yith Initial saps twe (ines apart. An ensmple follown? -

R

I&J
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fe

| t I
m!tion of Memorandums . Par

Bxample:
MEMORANDUM FOR: Deputy Director for Support

THROUGH : Director of Logistics
W SUBJECT : Requests for Additional l)tcc“ﬁndq\mrteu
t

: HR LS-gp atd 1 Aprffy 62
) :.:‘{( REFERERCES &'3 HR 45-6, dtd 9 May 62
Y

-l

The use
. A msmorandum may be prepared for miltiple addressees.
of nitiple sddressee memorandums is encouraged to minimize preparation
Wwe of individual corres dence.

Example:

o«

oI MIORANDUM FOR: Director of Finance
Director of Persomnel
Director of lLogistics

»
SUBJICT : Space Allocation for the Office of m

-
cddrenceuf
. Ifthcrcilwt.wuhmtorthn-uorthe -t
o type 2500 14st below:"and list the addmesssees flush with left margin
two spaces below the tiile of the signing official or the attachments.
Bnample:

L

official's Name
Director ofw

;’ ? ;

) Addressees: . . :

1 Director of ‘—“

} Director of Personnel

’ Director of lLogistics .

t the
k. If the list of multiple addressess 1s extensive and space &

: end of the correspondence is limited, the listing may be made on a sep-
arate page properly {dentified. |

S. The format for & speed letter is preprinted. The contents of
'3 .

; this form may be typed or handwritten. It is used for informal, internal

ine
. i.nthcbod.yofsmfo\n'.lmubclovthesubjectl
or u%m:: line. Paragraphs are mmbered apd single spaced unless there
i uwmmmmaucwm-ww. Ifthom.;cnamu
‘ two or more paragraphs in length, pr , e prad «
t consecutively, with the Arabic numeralsy’ w arg ident ) ’

-

i
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Part 1 Preparation of Memorandums

Ry )
alphabetically and numerically. .The pat®ern for pa.rugraphgku . 22/

okt gl
o vI.é"/'/’,.m.
a.

b,

H. Bucceeding Pages o - ledFrodBing

1.

2.

~ &k 6 o
Ecbd C -

-\ u»(d o =

§ -

- [
-
,’—‘““ -

(.Z'-i"")

W
© e —

On a memorandum addressed to the Director oOr the Deputy Directorx
of the Agency components, the opehing parsgraph shall be worded
clearly to indicate whether the memorandum is forisnformation only,
suggests action on the part of the sddressee, or contains a rec-
camendation for approval. The suggested action or recommendat ion
may be included either in the opening paragraph or in subsequent
paragraphs vhich must be specified.

%hen the memorandum contains a recommendation for approval, which
requires action by an offical other than the sddressee, these words
will be typed on the original and all copies below the signature:

The recommendation contained in paragraph __ is approved.
( Alline for the addressee's signsture and a date line will

be provided.)

Short quotations of less than two lines are run into the text, en-

closed with quotation marks. Longer quotations are indented five ‘ -

spaces from the left and right wgina(i\ quotction marks are used.“
‘ D aid vpl F s

Plain stationery is always used. Succeeding pages are numbered with
Arsbic numerals, centered three-fourths inch from the bottom of the

page.

Begin the body of the nemorandum ten or twelve lines from the top
of the page.

If the body of the memorandum is completed so near the bottom of the

. page that there is no room for the signature, at least two lines of

the last paragraph are carrged over to the last page with the

The cosmand linefiis used only vhen the individual signing the
memorandum has been delegated the authority to do so for a higher
official. The command line is typed in caps two lines belov the
last line of the text flush with the left margin, followed by a
colon (e.g., FOR THE DIRECTOR or . |
comvtat TnTELLIGEVCES

Ly
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o PREPARATION OF ‘WM Part 1

J. Signature and Title

The signer’s name and title are typed five lines below the last iine
of the text or the command line. The name is typed in initial caps,
except for © . | ;<. t.r 3 40 spaces to the right of the center of
the page. The s oentered .« b. .ciced below and typed in
initial caps only. ﬂnﬁtlemy&plwedontwolmuwucmeve
the best appearance. Exampie:

(8 Opoces;
Joseph J. Joseph

COhief, Appropriate
Divislon or Staft

K. Attachments

Type “Att” flush with the left margin two spaces below the
signature. If more than one attachment, use “Atts” preceded by the
number. The attachment identification information will be listed
immediately below the word “Att.” Example:

2 Atls

. Att 1. Balary Chart (3cys)
Att 3: Retirement Pamphiet (iey)

L. Separate Cover

When material is to be sent under separate cover, type “Separste
Cover” flush with the left margin two lines below the signature iine.
Beginning on the next line, list all items to be sent. Example:

3 Beparate Cover

A%t 1: Blueprints of Bidg. X (3cys)

Att 1© Contract for electrical changes (4cys;
Att 3: List of Bquipment (icy)

M. Distribution of Copiles

1. When it is desiradle to indicate to an addressee that other
persons or agencies are {0 receive copies, type lower case “cc” flush
ﬂmmemwmmummmemzmms. List the
recipients. Example;

sc: ‘I'tnloct'ﬂlt'ydQ

T
0

2. Type the distrily dmmummwmmﬁymcopm
wurmmm’

a §
i
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et

B Trme the word, otistribelion/t tay iaee below the [set typed |
(ine of the nemerandum, i.0., the sigmture, attechaeats, ote. Beo-
fow, Vst the original and coplien 291

DlﬂrlMiqm

Orig & | ~~ Addrespes
; - &é {yeliow ofticial recard copy)
K -~ as roq:iM

e ldontiflcation of Originator

I The identification shall sensist of the syabe! for the origi-
nating office, the writer's namg, the typlotts [nitifle, snd the dats
the sversndus wee propared, The ldentificstion is te be ¢ oaiy on
soples retained in the Agency, and to be flush with the left sargle
twe spaces below the last typed line in the Tellowing sanner:

ol - U. Joseph fu(z nov 1969)

2. When the eriginater fools seme dlocusaion may be aecessery befors
the aensrsndwn is sigaed, hia telepohene nuuber say be shown immediately
after the typistis initisls soparsted by a diagonal {/2345).

0o Defense Ciassification and Contrel Narkings

lo " I the memersndun contsing sisesifind infornstion, the preper defense
ciessification will De stemped at the center top snd betton of cssh pege.

2. Other Indisatory, such as Srewp |, or waraings shall be stamped at the
botton of the first page of all copiee.

P. Consurrence

Mhen cencurreases are noeded, spesia! consurrenstslines will be pro-
videds Thess will bo showm b ing sancurrence Tignh with the feft
aergin four (lees below the o{ {ise. To the right of the cen-
cerrense sigasture, typs & s01ld line for the date. Examples

T XL A

’,ﬂou«) L
IS £ L X * 3
8tficlaite Sane
Sirester «vmu,

R B

e ‘-“r
SRR 1. K
EX

OMCUARENGE s et ¥
Strostor of Porsemnel 0

\] .
Wrestor of Logletlee S hihany - ~yum

zvim@rv A g e S b

1A-RDP74-00005R000200080065-4
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Coordination

1. The originator of a memorandum will determine the
extent of coordination required, consistent with geographic,
operational, and support considaraticns.

2, Coordinating officers, within their spheres of respon-~
aibllity, will determine whether a memorandum is consistent
with approwed plans, ?olicies, ayd procedures. Coordinators
wvill sign the (yellow) official resord copy.

Release

When established by internal component or othar Amw
roqnirmnu. “cln-m nf‘ aq-umuhno- v.ﬂ.l b - o
e o YT SR Y T S RIS N melins approval
of the oontontn or the memorandum by an nﬂhcrity having pri-

mary juriasdiction over the subject comcerned. To indicate
rolouo to the signer the orginator should intial the {(yellow!
official record copy near the Identification lins (see Para.
N above). Othar official releaseindications will be specified

locally.
Memorandum of Conversation

When reporting conversations the Memorandum of Conversation,
Form 1132 or a Memorandum for the Record, Form 974 should be
used. An original and one copy will be forwarded to the office
of the Director. In aidition, a three sentence summary wvill be
prepared and forwarded to the Director's office immediately after
important conversations or medtitigs.

Consult HR 7-7 for use of meMorandums; see FYHIBITS 3 ani 4
for proper procedures in the preparation of these furms.

Staff Studies
The baaic format for staff studies is:

1, Statement of the Problem
1I. Background
I1I. Discussion

IV. Conclusions

V. Recommendations

’)
P L Y aﬂﬂqﬁﬂpnh A A AAARN M B AAP A P
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part 1 Preparation of Memorandums

U. Memorandum Processing

1. After a memorandum has been released, dated, and if
necessary, reproduced by the appropriate office, it will
be assembled in the following order and forwarded:

Copies for the addressee

Copies to be sent to information addressees
(Yellow) official record copy

Headquarters file copies

20T

2. Attachments forwarded with the mmmorandum, either to
the action addressee or to information addressees, should
be firmly attached to the sppropriate copy of the memoran-
dum §see Correspondence Handbook, Part ©, Assembling
Memorandums for Forwarding).

s g B b

: Approved For Release 2001/07/12 : CIA-RDP74-
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i ot § Preparaticn of amorssfuse
EXHiniY 1
x 2 warad i969
o Pirestor of Training
Sub jeets Sorrespondence Training Masas!
§
g
Ao Rovsat disqusnions indicste thatl stemegraphers
] by Ists find It diffieult to dotereine vhes to wse
Let o Plain Beod stationsry Iz the proparaiism
: of wenerendums .
i i 2. Qeasraiiy, laferani correnpendynce sey be pre-
rrod oa olther of stationsry. Below the Deputy
£ i Irpeter lovel sither form iv proper. Lotierhesd
H ﬂsgﬂ«y say ba woed for gervr + sbeve thet
i foval end for inforval cosmumigations Lo = coun 1
! in anether . A check of Part |, Para. B, entitied
Htatlonory® will aid the typist in saloeling the prepw
| stati o Alse, the witer may % & proferones
; [ for a partieuier zm of stationory 1 eeriain lssisnces,
3 Jo 1t 12 mswmﬁ latorontios and Exbinlts
contalawd In this wiil mapt hs weade of meat
restine prebliems.
. Sf¥iclaite Hewe
s , S1A Rewsrds Adninlatrutlon Office
2 Ats
[} At s Exhibit - |
At 2
Sistridations
3 trig & : - m
r - JF oo ?
i (do et type 4jpiridetion on erigine! end ceartsey oopies !

e

! CIA-RDP74-00005R000200080065-4
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Praperation of Mesoraudims N < 5 O

EXMIBIT 2

o Spa e s A P

CENTRAL INTELLIGENCE AGENCY
washingten, 0.6. 20505

(date signed)

YEMCRANOUN FORs Deputy Chlef of Naval Operstions, Alr
Dw{uat of the Navy

S UBJECY +  Mesorandem forsat

ie This s an exgmple of s seserandum sddressed
outs!de the “m{ pPepe of for the signatere of the
directer of a divisica er steff.

2, The typist will prepare an originsl and cowr~
tesy cepy, If appropriate, on ClA Latterhesd stationery
for the addressses s yellow tissue cepy for the official
record copy; snd white tisswes for any additional inter-
ssted persons. The originater should detersine the dis-
tridetion of sny extre ceples.

3o Unloss Instrected othervwise, an wnalassified
memerandus may be enclesed ia o plale envelope. 1t the
correspondonce is classified, Indlcate the cempiete ad-
éress, the room nusber (ea 2 u:rnto envelopes), the
inner envelope sheuid centain the sase ciasslfication os
the document) then attach o cewrier receipt, Fora 240.
Remender also te Include a document recelpt, Fore 618,
i+ apprepriate; do not seal the envelope(s).

F30 THE DIRECTOR OF CENTRAL IMTELLIGENCES

Signaturs
Title

Dictributions
Urig s | = Adee
| « afficinl record cepy
X ~ as required

(Type distribution ealy ca coples for cia)

Approved For Release 2001/07/12 : CIA-RDP74-00005R000200080065-4
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PARY L —PREPARATIC OF U5 UORANDUS..- . ..

EXHIBIT 3

' CENTRAL INTELLIGENGE ALENGY

HEMORANDUM OF CONVERSATION

DATEs Actus! date of
conversation

SUBJECT Enter the topic discussed. If sore than one subject
i Wi covered, each should be ([sted.

PARTICIPANTSs  Procedures concorhing saintensnce of sewrce security
! spply in iisting the participants. '

COPIES 104 Need-to-Xnow principle aust apply.

fe This js to be weed in reperting conversations with Individu-
8!8 outside the Agency., The fors need mot be wead If the
conversation is aade & part of the alnutes of a aesting, reported

In an inteiligence informat]ea report, or is recerded in another
fors of memorandus.

2. If the Director or Oeputy Director of Qeatrs! Intelligence is o
sarticivwd, the original snd ail copies are sudaitted to the
LTS Vor approval ef the substance and the distribution,
c8cis  Bemoraacus of Conversation wili ge to the apprepriate
Onter or Deputy Chief of the Divisien or Statf conceraed; sub- {

®it the original copy oaly for spproval of the substance and
the distributioen, '

3. A three-sentence Sumnary, when appropriste, shouid be prepared
and dispatched to the addressees' office lanediateiy after the
®eeting or conversatien, particularly of these which Say deter-

eine or gffact policy o which sheuld be brought €0 the attention
of the tir, ) .

f o |l
NS (11-23-9)

| - ("
ACYuAL Siz€ - " v 0%

P RS ~ ﬁhhﬁ“”" R SIS ST AP PR
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PREPARAT |ON 0F MEMORANOUMS e DPART )

EXNISIT 3 cowT.

4. Whea g mesorandum !s lodger thas oac pag: . wer plale
white bond fer the succeedlng pages. Segin numdecing with
the second page.

Signaturse
ftle

The recommencation costalned In parazraph 4 s approved.

Rloherd Helus Bate
Directer of Central intelligence
dletributions
. Orig & | - brluuhr DC: or DOCI when appropriate)
;\yoi ow officlatl reverd copy
2 - ”

1 - a8 required

08—Jo Joness te(date)

(Distribution shown oa origine! sad spprovel papers eaty.)

V3 .

en s A N p R R R 1} AARAE AR AR AR AN
Approved For Release 2003?07/12 CIA- RDP74400005R000200080065-4
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—~Bpeh L - : Pragacatiss of Nesscondess .
o omisr 4 -
N, i clm!ﬂutlu * o
' . . : ' jeate i i
: REXORANDUY FOR.THE RECCTD -« i IS Fobrwary 1%)9
{ Y YTI3] - - . -
i ) . . (2 e wana
' Weting with xxx - : | ¥
P
! lo_A Wemsraadua for the Reeord will be prepared te recerd laportant :
g o 3
; conversations, dats, or eveats vhen wee of Form [I32 or sther forse ‘ £
of recerd are net apprepriste. ‘ - i
.2« When the seserandum conceras s q'cloﬂq, Iist the partlicipants. o
ales , note If any actlon [s necessery o it say cema}ttsents were o
b . made ° : T T i
‘ " 3 "ldentification symbels of the o iginatoriwlil be Indleated eves o
. il - e
T theugh the .tmtu + of the signing offialal io mot the same. . c '
. 4. Distridution of ail copies wil) be shown on the oPlginal and ai! a
i ) eopleses The eriginal and one sepy wil! be ferwarded te the Chief or
‘ x { Beputy Chief of the respective Oivislen or Staff,
- : Se 1t Is te be wsed primariiy to note phone tips and office vislts -
! . - conseralag inte~views, prebiess, Inquiries, ete. . T
b T :
- {-'
f 4 .
.‘ $201CE axo vinue -’ « . $16.ATLRT T oo
i o
A | otviaten L sutf, um. Appropriste. -
) K 4* a
R ”” : . q 301" aTin i, 3
s o * € 3 ? f
. P ‘ ' VR
RN «  AbvAlsiEE i, T < 105 3
“ r»vmw@:wrm-:&m-wnkwv W o a a Y o e 4 " AN o B - g - -
' Approved For Release 2 7/12 : CIA-RDP74- 00005R000200080065-4
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w«g
-~
PREPARATION OF MENORANDUMS PARY |
. ) - 1t e ]
Sesret
(hon €l1led In)
- r e e . " - ——— - —— s m—— -
‘ ! ted g‘ “«n t
: Reply Reques | Current date
SPEED LETTER - ' .
X | w5 a
Te + 0Ofleg From s Ohief, Records Division
Atta o Ol-txocctlvo‘muof . o
The $ : ed for lanferes! cerres
donce within ::‘fﬂ;\ «?"ﬂ nwu:d by the erigina-
tery two go forward. 4¢ a iy is o the r
sakes the reply on the lower f of fors, HNe keeps one
‘gry for his flle and aends the original back, hen the
ofiginal is received, tc ouspense sopy asy be destroyed.
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FOf-SFFOMHSE-ONEY

PREPARATION OF LxrrEms ' Part 11
A. General
Letters are used for correspondence’with addressees outside the
government and for formal with officials of govern-
ment agencies. 'mellucrtormntvmhu.dtweorrupmm
addiressed to: :
mmtmuwmmmwmmy
p.appropriate. : :
X Private individuals and organisations.

B. Statiemery .
' l,umymm:nmmmorphmnudpaw.
Three types of letterhead are availabile:
8. CIA Letterhead used for letters sent outside the Agency. (EXHIBIT I)
hmm_ u%nﬁnuywmmmmm

34 o PONT tu’,'
‘t. CIA Lethites 16Mce of the Deuty Direstor) for letters requiring
I; :3) . DURCTURNEE S LIPE R IR T Cact ‘)11.1'.
3. & sccompany the above originals will be prepared
follows: :

a.mmmmwmnmmmmmm.
b. Plain “Letterex” tissue for extra copies.

c. Yellow “Letterex” tissue for ¢ae ‘oficial record copy.

d. ﬂnhuu.mm“mﬁnx"ummmprehmnkm.

C. Number of Copiles

mmammmmurwm:
xwu‘—mmhmmm

1 white tissue ~— Infermation copy, if necessary.

1 yellow tissue -—olluumim.‘“m .

2 white tissues -umm? Leotar v 4o deputies.
1 white tissue -umﬂé‘,}&i’m. os

D. Margine
mnnmmmu_umamw. Allow
.mm«umcnrwth_.mmt.mmmm

OUIDE FOR SIDE MARQING

Letter Length Side Margins|'  Space for Text
SHORT, wp %0 8 Mnes 1% 2 Wi 5t4e @t
. . 3 spaces) ; 48 spaces)
MEDIUM, 8-30 lMnes 1-1%" 13w )| & Mm-»
18 spaces) spaces)
LONG, 30 lines and wp x-mn’uﬂg ¢ inches
i (72 spaces)
‘ 1

e Approyed For, Relezse,2001/97/12,: CIA-} 74-00005R000200080065-4
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Part II - L PREPARATION OF LrTTEms
E. Date

uneuviubodaudwhmdcned. When the
cluded, type it two to six lines below the last line
thc,ktterhud.dependmgmthemaﬂn
date to end flush with the right margin.  The date is
- day, month, and year without punctuation—15 February 1%

F. Referemce Lines

l.nrueremummnm,type"lunplyreferw.”mthe
upper right of the page, two spaces beiow the date line. Immedi-
atelybelov.typetheretmm.

3. If the addressee’s reference is to be included, type “Your refer-
ence” two helovthedttelknoctvombcbvmxder’:
mmﬂ ' : v .

© 8 June 19D

In reply refer to:
@ -M-08-493

- Your reference:
Per Mgt—A

G. Addres SR ([

mmmumwm.mw,uumrm
the top of the page. See Part ¥.on “Forms of ess” for proper
titles, salututions, and complinuntary close. Single space the ad-
dress and arrange it in block style. No line of an address should
be longer than four inches. When run-over lines are required, indent
two spaces from the left margin. Limit the address to four lines.
Exampile: ‘ -

Mr. John L. Rover

Chairman, Geoclogical Professional
Association of the United States

Blllings, Montana (ZIP Cede Number)

M Attention Line

An “Attention” line should be evoided. When it is used, type
“Attention” two lines below the address, block style.

L Salutatien

mmmuuumtwummﬂ»mamumm
line when it is used. mmmmmm,mm

followed by a colon. The salutaticg 'ls directed to' the addressee of
the letter, not to the person the “Attention” line.

¢

Approved For Release 2001/ .3 CIA-RDP74-00005R000200080065-4
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PREPARATION OF LETTERS ParT 11

J. tedy of Letter

1. Begin the body of the letter two lines below the salutation.
~ 8ingle space the body of the letter; double space between paragraphs.
" A letter of eight lines or less should be double spaced.

. 2. Paragraphs are indented five spaces but are not numbered.
Each progressive subdivision of a paragraph is indented an additional
five spaces.

3. A short quotation of less than two lines is run into the text
enclosed by quotation marks.

4. A longer quotation is blocked five spaces from the left and right
margins of the text. One terminal mark of punctuation is used with
quotation marks. If several paragraphs are quoted, quotation marks
are placed at the beginning of the first paragraph and at the con-
clusion of the quoted material with a single quotation mark at the
beginning of each paragraph.

K. Succeeding Pages .
1. Succeeding pages are numbered consecutively with Arabic
numerals, centered one-half inch from the bottom of the page
n«mmwmmmm

Pan i "ﬂ‘tﬁ‘mmamm‘cbm

ﬁp ti.~ e eed! J.f; pefe, Toono Cete W & 1le
batwwer 130 D5g 99

ovae cody o ,..:a ur“rrw*“v : 2nds s0 near the
bo;tan ct 'Y m w &' d.mt‘n
Sy at Leas i.nas cver *o‘h‘ ‘
RTINS

of identifying the sscond and succesding pages of
mmmuwnmx l,nhove.m
be used in ¢ ; oddressed to or prepared for the
mmnoltho ummummm
L. Complimentary ”

Type the co " close two lines below the last paragraph
beginning two. :: 1o the right of the center of the page. The
complimentary cisi “M”wmwmw
,mmmm‘anﬁmm 3

4
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Part 11 PREPARATION Or LxTTERS

spaces. The official's name and title are typed in initial caps.

Example:
Sincerely,
*Richard Helms
:  Director
*Director's name is typed In all caps onimemcs an’ ;m- -7 - %
. Enclesures

1. If an enclosure is identified in the text, type the word, “En-
closure,” flush with the left margin, two lines below the signer’s title.
If more than one enclosure, use plural form and number. -

2. If an enclosure is not identified in the text, type “Encjosure”
flush with the left margin, two lines below the signer's title. Im-
mediately below, indent two spaces and list each enclosur¢’ by title
or in as few words as needed to identify the material.

3. When material is to be sent under separate cover, type “Sep-
arate Cover” flush with the left margin, two lines below ‘the signer’s
title or any “Enclosure” notation. List Mhe material, aven though
identified in the text, and send materinilg ‘i ~ "+ -

. Distribution

When copies of a letter are sent to personji lih than the addressee,
indicate by typing “cc” flush with the ) % , two lines below
the preceding notation. List the nanes, f§fe below the other. The
distribution of the original and ali cepies [{ishown separately under
the word, “Distribution,” only on copies: Mtained in the Agency.
Immediately below, list the original and cilies. :
cc: Director, Bureau of the Budwt 1\

District Government
Distribution:
Original & 1 — Addreggee
108, g
i Yy A :
18 {yeliow official record og

. ldentification of Originating Ofice

The bfficial symbol of the originating ofSN | and last
name /o1 the originating officer, the int /i M typist, and the
date of preparation will be typed at the left Jiiegiti two lines below
the st typed line of the distribution. Thesd|\f on the car-
bons only. They never appear on the origifii¥. courtesy copy

(or copies). Exampie: 7 v

08 :RHLehman:dd(date)

/{l

i
[\
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FOR-ORFBHE-HST-BNE

PREPARATION OF LETTERS ' Part 11

Q. Classification

MNefsnes b »~e"‘1«:a§f ff‘ansgdmm markings are stamped in
accordance with current Agency security regulation HR 10-23.

R. Special Postal Service

Instructions for mailing, such as AIRMAIL, SPECIAL DELIVERY,
or REGISTERED, will be typed, in all caps, on the outer envelope two
lines above and flush with the address. For example—AIRMAIL—
SPECIAL DELIVERY.

S, Typing Measurements

Spacing, t'zothhori-onhlmdmiul, is often
indicated in terms of inches, The following table
mmuummmwumo-

ments:
Ao;outhohgo
Typing Strokes (Approx.)
3 SRR s 3
13 h o o o o o0 0 oo 1B 21

mstmwmmnﬁ adopted the NOMA
simplified style: block form, osptions, and omitting the
salutat = mund closing. A salutation and closing would
be included in a "personalised letter." It is believed
this style saves actual typdng time with fewer indenta-
tions needed, fixed left margin,.and simplified in de-
sign. (SEE EXHIBIT 10).

FOR-GRRIGHEYSE-BHEY :

gt
g
s
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Parr 11 PREPARATION OF LTTERS
Exuimr 1
CENTRAL INTELLIGENCE AGENCY
Wamenoven, .C. 9088

FOR-SEOMHSE-ONE—

i
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FOR-HHOUL-HSE-BMEY

PREPARATION OF LETTERS

Part Il

Exmmeer 2

CENTRAL INTELLIGENCE AGENCY
WASIINOTEN, B C. 8508

OFFICE OF THE BIRECTOR
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— Proparation of Letters  Part IT
OmINT 4
Oowbie Spesed Stenderd Lotier

[ Jnun 1969

The Correspeadence Assosigtion
132 Nain Street

Boston, Yassachusetts 0RIY
Attention: W, J, 0. Jones
Qentieaen:

Here s an exemple of & ene-paragraph letter of
fewer than 10 lines. Side margine for htttr; of this
fength vary frem 1} inches Lo 2 inchas) hence .th lines
say vary from 48 to (0 typing -”cu. The body Is
deubie ap&u‘? 3"\'*-;»0!‘!\ ' . 404& are single
spaced, with “lo -puo; Mm th 1ines,

) Sincerely yours,

t
T

F.ul Divieien .
Ensissurer A \

Sorosted United States Covls
'““.“'“’ tm’ Ne. *

mama = + .- ApProwed For Releage 200107412 . € ‘74}ogg“gquooggg‘ooosoossA i
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hart 11 Preparation of latters .

omisiT 5
Stendard Lotter Format

gty PR R R 0

Tl

e

S warch 199

vt e s e e < v, mer

CEBER R IO S

! ¥iss Nery Saith
Nations! Resowrces Cemmisdion

Washlagten, 0.C. (2lp cads)
Dear Wiss 8aitha

o R s

This menua! Is o gulde to standard practices ina
Mency correspendence. These practices, sssembled by
sone of the Agency's best t jcians, give Agency
letters & uniforan and distinetive eharscter,

The Handbook !s divided inte sevars! paris. The first
helpe you to prepare serrespendence witien fres peraea te
person, 1t containe jafersatios on aemersndums. The sec-
ond  donir with forma! ané !nformal fette-s. The reei
of the Handbook s divided inic sectiows dealing with th:
various kinds of w‘.’m- With these 4i¥~
foreat parts, the should anduer sest of your
quostions about format and style and shouid enabis you te i
work more officiemtiy. {

Ploase supploncat the maswi with a‘ spuciftic rules
that apply to your jeb. Use It cftem. B8y wing it, you
witl secome s resl partagr of the witer, whe depends o
you Lo present Als werkt I an sceeplable styls. Enjoy the
assuranse that four werk (s set wp in preper style.

Sincerely yours,

Joha 8. Jones
Chief, Eaployee Relations %

SO ARy 3 B.. o vne e e e <o v A . 4o B

U7 /12" ci-R5P74-50005R000200080065-4

S T s

ity ol



F g

S ¥

| PrMparation of Letters Parh, 11

.right of center of the page, i
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Exhibit 6 - Two-page Modified Block Style Letter

CENTRAL INTELLISENOE M®NOY ‘ -
~ Weshingtes 0.0, 20303 )

o Y

(Gated when olgned)

Neme of Company or Organization
Btreet Address
City, State, Zip number

Attention: Name
Gentlemen:

This is an example of a letter addressed to a company or an organization
for the attention of an individual. If the letter is for the attention
of a division or section of the organization, the name of the division
or section is written in place of an individual's mmme. The attention
line is inserted on the second line below the address and two lines
above the salutation, if required.

Paragraphs are blocked. They are not numbered as in a memorandum. The
first parasgraph begins on the second line below the salutation. When
there is a reason to break the paragraphs into subparagraphs, the units
may be indented and numbered. ;.

a. A pmragraph is begul; ;’year the end of the page only if there
is space for two or more limes 4n that page. A paragraph is continued
on the following page only if $¥ or more lines can be carried over to

that page. Do not subdivide 4{#brd between pages.

,h s

b. Each progressive sy l; {vision of a paragraph is indented an
additionel four spaces. The #ffdond and succeeding lines of all para-
graphs, except long quoted gges, extend from the left to the right

margin.

"S#ncerely yours”. It begins to the
lines below the last line of the body

The complimentary close is
of the letter.

The typed name of the simj Xicial is centered five lines below the
complimentary close. The titlg¥mnd organizationsl element are centered
under the name. If two lines MW required for the. title, the second

line will be centered below tRAEAW

After the original and outgdf |
typewriter, necessary inford

7

' Approved For Reledg4/
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Eaxt 11 Praparation of letters ...

Exhibit 7 - Last Page of a Letter

Agency. At the left margin may be a 1list of "cc" addressees. The last
entry, except for a possible postscript, is the identification of the
preparing office, the name of the writer, the initials of the typist,
and the date of the typigg. If the letter is rewritten, the same type
of information is repeated after the word "Rewritten".

Sincerely yours,

John J. h
Director, Man t Office

Enclosures 2
Correspondence Manamid

Tips on Typing

Separate cover:
Correspondence Manual - 50 copies

ce: J. H. Jones
Darrell Smith
Richard Roe

Distribution: - (This part appears only on the official file copy.)
Orig. - Addressee
1 - Separate cover
1 -- Signer

1 - File (with basic)
1l - For separate cover
X - as required

DIX/MO:ABrown:tuv (1 June 67)

IL w8 . BEET T B T w4 & R
-
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Preparation of Letters Part 11
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m.o.w LETTER
1. Originat of the lovter

2. Courtesy copy, i any
3. Eaclosurss, ifany, In

Al e 8 D

i .

INFORMATION COPY 2 m..ﬂan“
af eny) 3. Envelepe, ¥ reguired
L‘ GHp VNS WR GHD GNR NS S

1. OMelel file
mum-

A
OFFICIAL FULE COPY 3. Weesming fotter, i
(WM Condbon) 4 Omor rotated moterie

l
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|
|
l
l
l
|
J

“
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, READING PILE COPY
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e .
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EXHIBIT 9
PARAGRAMIING BATA

R VI ;SR o

Y . ) -
R S L .
& R *omy e

INSTRUCTIONS FOR PAACRASVITIN: 1
1. This exhibit illustrates the pmcriumu of arranging, 1
mﬂnrh. md lctwh‘ m m g ver o S
to fxﬂn.i‘uu ndh. . When ~: :l“.* '::nhts of g
more one paragraph, consecu ;
tively. As s gowersl rule m.-wmm.rm :
hmru.smro , aad other commesic tn-hau::ih o
atet . However, lengthy . OO prts, or simi- - :
lar documents msy often be more meent v* =d easior to
read by a logical subdivi: | L ‘
8. Paragraphs are t{pll niifhd block K . They are
uaglcap-c;, with doubd §es betwoen them. | ) £
(1) When s parsg i subdivided it have at least
two subdivisions. W
(8) When pe 'mnmﬂu,
lettered, they are desig ’ follows: .
(D, (a). In telegrams ' { letters shalf*
1ottered paragraphs. SRV

i\ 3
4 < GRE
(b) Each pro ,nmmuaof
indented an additional l The secuond

&mofp&m{:ﬁnﬂ fl i visuuluudf
Tight ma [ ¢ case ong quot A):
mmignyrb'ﬁ.'udq*
(c) hen a4 is cited, the

md letters are writtepy ) g spaces, for example,
Sa(2)(c}.” b .

(2) A peragrofy near the end of a
thnhw”for sk BANN 1ines on that page.

it iten o perafffiing v e et

2. The arrangemont desc ”,M&, ‘“br“o‘::; nay be vari . \ ',‘ 3

special muimu \

'/ i

§ ; ¥ i ‘f

Fr/ i

TN 1

‘ N/ E
Approved For Release 20 b
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PREPARATION OF LETUEM PART 1

exuisIT 1o
Unlted States Soverament Business Latter

Aprli 10, 199 .
! ey i
Sorast for the Soverament Business Latter

Slrecter, Adniniatrative Serviees
Federsi Serviees Ageney

1023 Win

St. Louls, Rissowr] €5103

This letter shows a new forsat for preparing letlers
throughout the United States Gevermment, Thls forwatl
vill expedite the preparation of correspondence and
save effert, tine, and saterials.

The following features sheuld please typists.

a. Nost eloments are hidcked along the loft sergin, !
This biock style sinlaizes the wee of the spece bar, the
tabulator set key, and the tadular bar.

b, Salubations and cemplimentsry sleses ore enltted In i

sesl ietters. They say be lnciuded in letters to as in- ;
diviguai whore pretece! or tradition dictates. :

s The sddress is positioned for wee in s wisdow eaval~
ope, slininating the need for typlng the ence o :

d. This Agency doea gat wee the Sovernmest business lotter
fornat. Moot other les, Ineivding State and Aruy, do
wsa the blocked fermat. The sddified biock letter Is wed
by thls Agency et present.

Jojm 8. Saith
q’wﬁotntw of Correspendence

Approved F ;Release 2001/07/12 : CIA-RDP74-00005R000200080065-4
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Part III: Secret Corre nce

A. POLICY

Top Becret (T3' .-, must be safeguarded from the moment it 1is prepared.
This rule &pplies to drafts, carbon copies, carbon paper, recordings,
typewriter ribbons, etc., as well as the finished work. Within the Agency :
& Top Secret Control and Cover Sheet (Form 26) will be placed on the top
of and attached to each T8 document received or prepared. Complete a
Cover and Control Sheet upon which is entered the TS Control number, the
copy number, number of each page, and other identifying #nformation.
Attach the Form 26 to the top of each T8 document. This form will remadn
with the document until it is downgraded, destroyed, or transmitted out-
8ide the Agency. All TS documents received by an office must be logged
by the area TS Control Officer. An item of correspondence that is as-
signed a TS classification because it trapsmits a TS attachment should be

marked "Downgraded to " when separated from the TS material,
provided that the correspondence does not contain TS material.
B. FORMAT

The format for TS correspondence is generally the same as that prescribed
in the preceeding chapsers except as set forth below.

-, C. CONTROL IDENTIFICATION

1. The first page of the TS document will bear the TSC number and copy

mmbermumber in the lower right hand corner, about one inch from the
bottom of the page.

2. If the documehh is in the draft stige this may be shown by adding

& slash or dash and letter symbol to the TSC number as TSC 1234/A
or 1234-A.

3. The final form of a TS document is identified by the TSC number only.

L. If the pages have been revised this is indicated by typing "Revision"
and the date of the revision in the lower left corner of the page.

D. . GROUP MARKTNGS

Group markings (incaccordmfce with HR 10-23) will be stamped or typed to
the right of the defense classification at the bottom of the first page.
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—Top Secret Correspondence Art IIT

E. ENCLOSHHES AND ATTACHMENTS

1. BEnclosures which are classified Top Secret are identified on the
accompanying document by TSC number and by copy number.

Example:
Bnclosures:

1. CIA TSC No. 1234, copy No. 2
2. CIA T8C No. 1234/A, copy Mo. 6, Annex A and B

2/2. Each enclosure to a TS document will be identified on the first
page or cover page in the lower right hand corner.

Example:
Enclosure No. to CIA TBC No.

3. If the attachment is a TS document type "Annex A® or other appro-
priate letter below the TSC number in the 19wer right corner of
the first page or cover. Om each Page of the attachment type the
word "Annex" followed by the appropriate letter,

F. DISTRIBUTION

The distribution of the original and copies of a TS document is shown on
all copies retained in the A%ency. To ‘show the distribution follow the
~farm shown in pg;- 1T, Para, ‘0,

G. T8 CONTROL .

After T8 correspondence has been prepared all controls for TS material
must be initiated. Consult your TS Control Officer for the proper
procedure to be followed.
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H » Control and Cover Sheet for Top Secret, Form 26

The use of this form is mandatory
| o It shall
sheet ;or all correspondence classified Top Bacrc:e :x::dto“r: c:;‘ H
Deme of each person vho sees the document. A Forn 26 is pnpcreco d e

L and attached to each ‘
Y vithin the Agency. copy of Top Secret correspondence transmitted
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TUNFIDENTIAL
HB 42-100-1

BANDBOOK : CORRESPONDENCE - GENERAL
w0, 42-100-1

8. Courier Receipt and Log Record, Form 20

All envelopes or packages containing material classified CONFIDEN-
TIAL and above, and transmitted between buildings within or outside CIA,
are customarily accounted for by Courier's Receipts. Receipts are pre-
pared in an original and two copies. Copy one is inserted in window
pocket or securely attached to envelope or package without window pocket.
Copies 2 and 3 contain logging informetion for use by originator and
recipient. When log data has been added to the Courier Receipt, copy 3 3
shall be inserted inside the peckage to be delivered to the addressee.
The copy #3 becames the log record in the receiving office.

~ 3 02221 | :
gy ——— &
ve. [ owasve i
I-A-ulm
OMGINATOR: 50 NOT SOMPLETE TING SRPY BELAW TING LINE. RENGVE THID SO0V
¥ LOS BATA 16 TO BE AGHSS SR GOPISS § ANG & MGERT e eePY W
THE WINBOW FOCKET. OR ATTASH SHOURILY VO ENVELESS rvneuy
A WNBOW POSEEY
CRATR $F RIS (DY BTUAAS) [S et Vikas o5 iaiiss — y
coumsn's RECEIPT N

' VETTE RECEIPT - POR MATERIAL CLASSIFIED
CONFIDENTIAL OR SECRET

r—~-n

R g Y R

Form 24Oa (pink) 1s used for transmitting Top Secret material.
° v EXHIBIT 15
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Rzvizw, CONCURRENCE, APPROVAL, AND SIGNING AUTHORITY Part |V

A. General

1. Officials other than the originator shall indicate their review
by signing above their organizational designation at the bottom of
the yellow official record copy. )

2. Concurrences may be indicated on the original and all copies of
_which will not leave the Agency, when it is desired that
concurrences be made an integral part of the memorandum. This
method is particularly desirable when considerable coordination or
concurrence is necessary outside the originating office, or when the
signing official or the recipient of the memorandum may desire a
record of concurrences by the officials’ surnames and titles. To pro-
vide for these signatures, type the word, “CONCURRENCE,"” flush
with the left margin, four lines below the signature line. Beginning
five lines below the word, “CONCURRENCE,” even with the left
margin, type a solid line for the signature of the official from whom
concurrence is desired. Beneath this line, type the official’'s title
flush with the left margin. To the right of the signature line, type
a solid line for the date. Center and type the word, “Date,” beneath
this line. Repeat this arrangement for each concurring signature
desired. Leave five lines between each signature line.

) ("t TR
CONCURRENCES: '

[£] - .
Director of Logistics ) Date
($ 2
Director of Personnel ' Date
3. On prepared for the signature of the uty

Lot

X y,one of the two copies forwarded for retention in the registry
files will bear the signature and title of the originator and each con-
curring officer. The originator and concurring officials’ signatures
should be identified by the words, “ORIGINATED BY” and “CON-
CURRENCES.” respectively. The second copy for retention in the
files ‘Jall other Agency copies need not bear the
signatures; typewritten names will suffice.

B. Indicating Approval as an Integral Part of a Memorandum

1. To eliminate preparing additional . , at approving
levels, a space for the approving official’s signature may be provided
on the original and all copies of a memorandum which will not leave
the Agency. An approval line is indicated by the word, “APPROVED,”
in all caps begun one or two spaces to the right of the center of the

1
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Panr N Rxvizw, CONCURRENCE, APPROVAL, AND BIGNING AUTHORITY

* page and five lines below the last signature line. Two or three spaces
to the right of “APPROVED” and on the same line type a solid line
for the date. Center the word, “Date,” beneath the line. Two lines

_ below, type in the approving official’s name in initia} caps and center
.. his title beneath. Example:

. (Signature of Signer)
(% ¢ ~-»
APPROVED:

(3 i nes

Official's Name
Director of Security

2. Consider the following requirements when an approval line is
used: ,
a. In addition to the original, which is usually returned to the
originating official for necessary action, prepare a copy for reten-
tion by the approving official. Furnish two copies, if the approving
official is the Director of CIA or one of his Deputies. '

" b. Action of the approving official shall be indicated on all coples.

¢. Under no circumstances will information or flle copies be
distributed until action has been taken by the approving official.

C. Responsibility for Review and Concurrences

1. It is the originating official’s responsibility to secure all neces-
sary reviews and concurrences within his organisational element and
to provide adequate routing of the .-« . ¢s. , to other offices for

_concurrence. “Provide adequate routing” includes a review of the
assembled .. . - to ensure that routing slips bear the names
of every office concerned.

2. Reviewing officials shall sign or initial originals and copies in
the spaces provided. Qualified concurrences or non-concurrences
shall be indicated and the reasons, therefor, typed to the right of the
official’s signature on the original and all copies of the memorandum.
The copy for the reviewing official will be forwarded from the office
of the signing official after the document is signed.

3. It is the responsibility of secretaries at concurring levels to type
the names of concurring officials, the date the action was taken, and
any other notations of concurrence or qualified concurrence on each
copy of a memorandum that will not leave the Agency. The con-
curring official’s signature shall be indicated above his title in the
following manner:

s o .
N P P 9 Jamvary 139
Director of Personnel . Date

Ao, L R, et R B N
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. Review, Soncurrence, Approval, And §;gnigg Authority Part IV

D. Authority to Sign Memorand: -

The authority to sign for the Director of Central
Intelligence has been delegated by the Director to
certain Agency officials, The extent to which this
authority is delegated further within a component
should be established ~ =~ - =’ ve is sant,

The foiiowing general rules apply:

1. Correspondence addressed horisontally shall be

signed by an official at.the same level as that of the F
addressee, or by a person to whom authority has been
delegated,

2. Correspondence directed upward shall be signed by
or directed through the chief of the element immediately
below that of the official to whom it is addressed.

3. Correspondence directed downward shall be signed by
or-directed through thé chief of the element immediately
above that of the official to.whom it is addressed,

[aX ol \ § # 2

2 SRSV ITHT ) I
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PART ly REVIEW, CONCURRENCE, APPROVAL, AND SIGNING AUTHORITY

ExHIBIT 1

CONCURRENCES AND APPROVAL

It is rocommended that the verbal agreement described
] herein be concluded officially,

Director ¢

CONCURRENCES :
DiFector of Personnel Date
¥
i
. 4
t
i

Diréctor of T.ogistics DAYE :

APPROVED: .
X, L. Bannersan Tate
Deputy Director '
for’ Support

Distribution:
Orig & 1 - Addressee

1 - b/p

1 -« /0K

. :

2 -

1 - -, ‘ot“cnl record copy, yellow)
X - a® required

Approved For Release 2001/07/12 : CIA-RDP74-00005R000200080065-4 .
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CORKESPONDENCE FOR

reasponsitility of the originating component to engure that
this material i3 properly prepared, c@gd;ggted, gni as-
sembled before it reaches the Office of the Director.

5 As annmimred 1n ¥N 70-6, dated 6 November 1966,
488y Ci i hai JRAC0I A arasaa il Soe Diiecter
of Ceintra. Llute ¢ 7L O7 grawared for the iroosor’e
signature i, i ol Sl

KEEP TMIS IN Wikl 15 wcAs & .1 FAT 00 IPESRUIE PP

2 opae e e ek

Stationery

1. Letterhead, bond, and tissue copy arc available for
and letters prepared for the signature of the Dircctor and the Deputy
Director.

2. Plain bond shall be used when addressing
Director, Deputy Directors, and the Executive Directormospisoi!s.

. Date

. and letters prepared for the signature of the Director
or the Deputy of Central Intelligence shall not be dated in the office
of or.gin. + and letters addressed to the
will oe dated when signed.

. Let er Format

1 Keeping in mind a “framed picture” appearance, set the margin
accordingly. In most letters the address may be typed eight lines
belc ¥ the last line of the letterhead, lush with the left margin. The
ieng:n of the letter will determine where the address should begin.
Che salutation is typed two lines be:ow the address Begin the body
of th~ letter two spaces below the salutation and indent flve spaces
for eac: paragraph. The text is single spaced unless it is eight lines

or les: (See examples of letter for nats.)

2. The complimentary close for the Director is “Sincerely.” The
name and title will be centered five lines below the complimentary

close. Examples:
_ 8incerely,

(Name:
Director
. .

e -
! I -
:

. ?(«A:\,,..,nw B H m@*; ‘i{
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Oorraspondence for the D:recter Pert ¥

A; Genoral

le Action ':‘rt, iety, papers requesting the Dlrecter's approva! fer
an Agedcy actien wii! be forwarded to the O0ffice of the Direster in an

and ane copy with \ﬁhﬁ&h and wit| be
T, - 370 graM¥ter action, the origine re e originating
conponsat whwre |t becemes ths The originating cﬂlefnl 1]

responsidlie for evaivating It for permansal or estperary retemtion. The carbon
wiil be malntained in the Executive Registry for o perlod of six sonths; ufter
which,it will be destroyed. ' . .

2. Information pagers [ntended oniy to inform the Director {on other thas
substantive inh“tocn:s, will be forvarded to the 0ffice of the Director In an
original and one cony. Tie original will be returned to the ori inating aompon-
ot after the Birscter, the Deputy Director, and the Execwtive § resteor-Camptro!lor
bove boen informed with an indication to that offect on the memorandua. (os indic-
ted abeve, the origira! becomes the official record copy.) Ome cacbon will be
salatalned ir the Executive Ragistry for a period 7 30 days for the purpose of
sdditionsl reference, If raquired, thes Seatroyeds Offloers attending Intyrdepars-
sentai asetings ¢ iwmartgnv ic the Agency showid eaks & record of mestings,
Indlcating positicns and recommendations of the Agency representative, and where

" l:’n of others In attendencs, and setting forth the actioms rcrln‘ »
y ncy. These semerandume shou!d be ferwarded proaptiy te the Office of zh

rester.

3. litellignees Information memerandums for the Olrector will be routed to
bls by the Executive Registry and the Expeutive Assistent with a copy sach to the
lt'ﬂy Directer end the Executive DirecterCemptroiier. Unless there Is sene Indic-
Stion to the centrary, these will be destroyed after wse. All components are en- -
Joined to ensure that ail rav Inteliigence, special reperts, or other Inforsaticn
of laterent or concern te the principal officials of the onay or of the Sovernment
are promptiy called to the attention of the 0ffice of the Dirsctor.

4. Nemorsadume or letters gelng owtside the .!:qw-d for the Birecterts
=““. Dcpct‘ { Director's signeture should be tramsit the Exscutive Registey
an orlg

nal and one cepy for the adiresses, one sarked for the "signing
official,® and one sarked for the®Exeeutive Iqlotry.:"{“ﬂtlml espies ars to be
detornined by the originat . affice.) After signatere, the letter or sesorandun
wll! be dispatched by the txecutive Registry; one y will be reteained In the
) In’lltry, and the resainder will be coatrelied and disseminated as Indicated by the
office of origin, Secretaries shouid consuit the s '

; for additional guldance on ‘.::.an on of semarsaduss
or the signature or approval of the Dir or Qeputy Blrector. 1] I3 the
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Gerrespondence for the Directer Pack Y

&e For the Dipny Directer the comp!lisentary elese and signaters

-

Sineerely,
! (S lines)
(l-r? )
(i titery tilte, If any)
‘ wan et Blrecter
’ b. Whenever the Osputy Direcier oi.n'u the st = < Dirscter,
the elgnature will be shown ats
Slaserely,

(5 tines)

(Neme
(ﬂautuz :!:h it ny)

%. Encioswree vil! be typed ond Iduntified on the original and all eepies.

. 4. ldeatification of eriginater, typist, dale of preperation, and the
. diotridution of aii copies will be shown on the internal ceples emiy.

Se All envelopes, mailing siips, and decument receipts will be prepered
and stiached ia the office of origin. The Directer signature tabe wiil be
attached In the Office cf the Director. The erder ‘of assembily of material
iu oontalned in the part entitied "Acsentiing Nenerapdums for Fo - .rélng.®

| 5 u‘l‘ﬂm R ] ‘

”u.mmm for the signaturs of the Birecter or Deputy
rectors
e The hesdlag wili cenforn to geners! standards preseribed fer other
Agensy saneranduss.
8 witl be nusbered, axcept vhon the memersadun iz addressed
te the President or the sesersndun semsiots of onl unpviqnm
3. Flve lines balow the text and twe speces to right of center
of the pags, the signature of the Directer or the Depuly Directer of
Contral tnteiilganse shall be typed la Intial caps. The Director's neme
wiil be in atf caps on letters sn Ir intinl sepe on semersadums with the
titie contored lamediately belows Exonples '

For the Directer f""’
8irecter

For the Direct Name
or Deputy Directer (w '"{’, !)ﬂ‘, if any)
Deputy Blrecter A

4 In the DF  ar's sheence , WAeting Directer® is substituted for
"peputy Blrector® and 0ffice of Directer stationery is woed., Exampler

(wame) -
(st litery title, if amy)
Acting Olrecter
R 3 .

.

;_\v 3

‘. . . . . 1
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EAgR o CORRESPONDENCE FOR - ' . ’ '

5. When material is ingluded with a memorandum for the signa-
. turcof the . .. .4 . the abbreviation, -Att.” will be typed on all
copies. - If more than one, the number wiil be shown.

6. Recipients of information copies outside the Agency will be in-
dicated on the original and all copies at the left margin two spaces
below the last typed line by typing “ct” followed by the recipient.
Example:

cc Attorney General

. 1.0n .. . fauarcssed for the signature of the "« *
 tw, . the distribution is shown on internal copies only. The dis-
. mﬁumnmybemownmmebukolmépqﬂltmmmormdum
fills the page. If an additional page is used, it should be properly
titled to identify it with the body of the memorandum.

" 8. Attach a brief covering the merporandum - *' ' 77 7T
pose of the memorandum to be signed by’ e
be forwarded through the Deputy Director - ... .
9. Onu " addressed to the ol
a. The headings shall conform to the gencral standards
scribed for Agency memorand .. o ,
b. Theﬂntparqnphonmuxnhnnmmepurponolme .
memorandum, approval, recommendation, information, etc., or @
-Mkaumepurqy-phmmnmextwnhmnm.' :
Exampie:
This memorandum is for informatior only. Particular reference is made
to paragraphs —_— ‘ o
S 3 ngup»wmunuﬁbm‘mmwﬂmdoum
spacing between paragraphs. '
: d.umuuﬂalhmnlmltudvnhumudumtounf: :
N the abbreviation “Att” is typed on copies flush with the
jeft margin and two lines below the signature line. If more than
-one attachment is transmitted, the number is indicated. Attach-
ments may be identified in abbreviated form. Example:
TAts ‘
" Att 1: Memo, 15 February 1968
Att 2: TCA Contract (2)
e.mmmmmwummmmmmnuy
copy. :

F. Brief Summary

A three-sentence summary will be prepared and dispatched to the
Director’s office immediately after a meeting or conversation with
officials outside the Agency, especially on those which may determine
or affect policy or which should be brought to the attention of the
Director or the Deputy Director.

U

4 , F n prrint
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CORRESIQNDENCE FOR ' -

ExHiBiT 1

CENTRAL INTELLIGENCE AGENTY
WASHINGTON, B. C. J8008

" orrice of iz p:.crOR

\Date left blamk)

The Honorable Dean Rusk . ‘
The Secretary of State . .
Washington, D, C. 30820 . :

Dear Mr. Secretary: (Find out .f tie person sigaing the
letter hnows the addressee persomally,
for instance, wil enough to use his
firet name.)

This is an example of a letter preparec ior the sig-
nature of the Director of Central Iatelligence. Letters
vill be forwarded to the Directar through the Deputy ’
Director for Support with a cover se. randum explaianing
the purpose of the letter to be signe. hy the Directer.

Vhen a second page is required, i.-e plain stationery;
margins will correspoad with those on  .¢ first page, and
typing of the letter vwill begin four ..nces below the iden-
tification line. The succeedin. pages are numbered with
Arabic numerals, centered about ome-haif or three-quarters 3

of an inch from the bottom of the page ‘ . "
Siscerely,
(Name) ' .
Director
25X1A
n/co:-.mmm.‘. : cowcLx: i
Pistribution: : Lo
Orig & 1 -~ Addressee L
1 - X°T. Ganerean .~ RS
) \signing Depudy Directer
. offietsl) for Support
2 - » .
1 - b/CO

1 - " (yellow utiicial recora copy)
L]

(Coneurrences, dent!flcation, and distridbetion to be typed
oa flle copy only) sete memurandums to the President are
doubd | e~apaced, )
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. CORRESPONDENCE YOR i .. .i s

(Date left blask)

The Nonsrsdle ...EL
The Amerieds
City, Coustry

. Dear Nr. Ambassador: (Find out i1f the person signing the
lefter knows the addressee personally;
for instaace, well enough to use his
first name.)

This is an oxsaple of a letter prepared for the sig-
sature of the Deputy Director of Cestral’ Intelligence.
Generally, this type of letter would be prepared for the
signatdte of the Direstor. MNowever, #Otat 10! ACCOMPARY~
ing the inecoming letter stated that the letter be pre-
pared for the Deputy Director's sigmature,

A cever memorandum or brief explaiaing the purpose
of the letter should al o be ~repared. The cover memo-
randun and the letter for signature should be forwarded
throwgh the Deputy Directer for BSupport.

! The sumber ui copies prepared should include an

f original and ene for the addressee, one fer the signer,

‘ one for the Executive Registry, two for the onf, and what-
aver additicnsl copies the origimator may decide.

Siacerely,

(Nane)
(Malitary title, Af anmy)
Deputy Director

Approved For Release 2001/07/12 :ZClA-RDP74-00005R000200080065-‘4 | L
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3
i

‘L«N Ne o m W sl
Cori :
: CuRRESPUWDENCE POR. -
Exuistr 2 Cont.
LT T - - .
|
COoNCYR !
‘ .Do;uty Director - . :
* for Support
DM:J'CQ“O!:-"(MU“ ’
Rewritten: EA-DS :ABP: meqi16renel)
Distridution:
Orig & 1 - Addresses
1-m e .
3 - (siEning effietal)
: :\*tﬂutu'. copy
- (yellov uffielal resord copy
X -mo"tn as required - )

\,‘_3
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CORRESPONDENCE_FOR ‘ . v

-

W&WMY
M‘c” :

(Date left blank)

MENWORANDUN yom: Director of Amother Agescy
pirecter of Federal Commission

SUBJECT . Genoral Jatormation

1. This is an oxampl. of 8 momorandum prepared’
for the signature of the Deputy Director of the Agemncy.
The same format will be followed ia preparing & nowo~
randua for the Director's sighature.

3. Letterhesd c+ationery for the Office of the
piréctor or the Deputy pirector o/ Ceaatral Intelligeace
is available. Tissue copies with corresponding letter-
Reads should be used wvhes courtesy copies are needed.
additional copies shall be prepared od plaia tissue and
a yellow copy for the official record copy.

3. A well-balauced appearance dan be achieved by
carefully considering the leagth of the message and
adjusting the sargine carefully. The text should begin
four lines below the swhject 1ise. The body of the
memorandun is single ‘spaced unless the text is = limes OF
jess. Double spacing will also be used when preparing & )
memorandus to the President. ’ -y

4. Paragraphs should be sumbered unless the memo-
randum coataias only ome paragraph. Paragraphs are never
aumbered in 8 semorandus to the Presidest »or ia 8 letter.

'4
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CORRESPONLENCE POR

ExHiBiT 3 Coh’.

3. A cover memorandum explaining the purnosme
of the attached memorandum to L< signed by the « toe
is required. :

: : v RER. e

(Name )
(Nilitary title, Af amy)
Deputy Director

Att .
(ldentify if necessary)

D/CO:JuCoffey:mv(date prepared)

Distribution:
Orig & 1 - Addresses
1 « Originntor's copy .
1 - (ysllow official recerd copy
) I Y& Registry :
1 -’ (signing official) °
2-T 4 ]

ocs  Genera! Cownse! (to be typed an all ceples retained in
the Agency.) -

Approved For Release 2001/07/12 : 9IﬁRDP74-00005R000200080065-4' .
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CORRESPONDENCE FOR .

ExHIBIT 4
; B
o ' (DATE) ;
BRIEF FOR: Director of Ceatraa lpi-llxuoaco X

SUBJECT : Inter-Agency Correspondence Standards

1. This Agency is coatributing suggestions for
the development of inter-ageacy correspondence stand-
ards in cooperation with the General Services Adminis-
tration. .

2. The attached correspondence for your signature
conveys our ideas on the subject to those agencies which
have expressed an interest. in the standardisation program.

(Name)

‘ Directer of w
R Y
v

str : ;
Orig & 1 - Addressee . )
1 - Originator's copy .
| - cowmmmme (0fficial record copy, yellow) AW
2 - \ S
L
¥

Ji

.’y‘,"
i

e R A
LR
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! " i CC. RALSPON.'ENCE FOR_ "' .
E ExminIT §
}

(DATE)

MEMORANDUN FOR: Director of Certial lan.2lligence
THROUGR . Deputy Directer for Sapyort
SUBJECT . Inter-Ageacy Corvespondence lt..‘t‘m‘

* This illustrates s meworsndum submitted to e
£ tor action and his approval signature. The
tirst paragraph should state the purpose of the memo~
randun and request for the approvs]l of the recommenda-
tion in paragraph .

2. The memorandus will include 8 space for am
approval signature. 1t concurrence by tne Deputy
Director is NECessSary, prepare a comcurrence line.

The originating officer is respousible for all coordi-
‘nation before the paper reaches the Office of the
Director. The origimator should also make certais that
the file is properly aseenbled and all attachments

iacluded.
: (Mame} -
Director of (ERIAYIOR :
Att ' E
Vo . . - » E
CONCURRENCE:
Veputy Director Tor Support ~TTWG

The recommendation coatained in parsgraph is spproved.

lls‘!“ ui- —P
Director o entral Intelligeace

¥
1
A

ii

A . ' ' 2
Approved For Release 2001/07/12 ; GIA-ROR74:00005R000200080065-4 - .
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CORRESPONDENCE FOR . . " t

E> amir 5 ConT.

Distridution:
Orig - Addressee (for returs to action (Distribution *
- ER office via 0n/8) sWoWVA OR OTFigi-

D0 Chrowo . T T ppraval
DD Subject (W/Neld) m—oﬁgr——
(amy information addiu~- ue)

(yellow ufficial record copy)

OTRSTS as mecessary

I g ot st ot
[ I I I }

NOTE: 1f, for isstance, the B0C mneral Counsel,
or any other office outside tis " * were to sign

CONCURRENCE on this approval memo.“lne coacurrence
lines would appear above the approval line. . L3

W

(0istridution shown oaly oa orlginal and appreval coples onlye)
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Part ¥

Sacrespendence for the Directer

st 6

(oATE)

AGENCY MEMDRANDUME AND LETTERS ADORESSED
T0 THE OFFICE OF THE DIRECTOR

1. Origlnators wili inswre that all such .ocrudm
open with o sentence sisliilar te one of the three belownt

& "This sesorsndus ls W;
particular reference lu made to paragra M

’ and - o
b. "This sesersndum subaite s ‘imﬁr
for your approval) this recomamendation i3 contained J
in paragraph .-~ ,
e "This senerandua Oﬂcﬁs on the part j
’ i

. of the Director {or Deputy Olrecter or Executive
DirecterCompreller); this sstion is contained In

paragraph _____.* !:
t
t

2, (n the place provided fer the approving signatere, !
the following statement shall be typeds "The recsamendation(s) !
in paragraph is (are} spproved.® On the sase sheet ro- T
questing ."ron' by the Directer, Deputy Directer, or the
Executive Directer-Cong: + prevision will be made for the
concurr ence of the Deputy Jirector soncerned and ether appro-
priste officers inciuding s pises for the dete a8 shown at
the snd of this exhibit.

Approved For Release 2091/07/12 : CIA-RDP74-00005R000200080065-4
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CORRESPONDENCE FOR ¢ - .

ExuiBiT 8 CONT.

— ~ctm— e

JEISUIIUERSE S

3. In every case of a momvi.rua tor the Office I
tne Director, that copy which 1s coturned Lo the originat. .
X component 18 the official recorc «opy. The originating
official is responsible for vivafua.ing 1t for permaneat or
temporary retention.

& Dv nak wee stpler o the Directeble salles use
binderc!ips anlye

Informal guidance concera.ng Mr  Welms’® persosal
. : references in the format of corrvspondrwme are;

A. He prefers addresse. 10 bv W longer than four
lines, if possible.

Example: Mr. John % Saitn. irector
Department of ... ..
0000 )t Street, K. W
Wash.ngton, D. C. 00000

rather than

Mr. John ¥%. Smith o
Director '

Departmert of... . ...
0000 1st direet, M W
Washington. D. C  oon00

b. Me prefers the memor sndum foumil rathor than a
letter. even when replying (3 am 18.0MINK lutter.

Example: MEMORANDUM FOR: The Homorable Dean Rusk
‘ 7.0 Secretary of State

SUBJECT :

Approved For Release 2001/07/12 : CIA-RDP74-00605R000200080065-4'
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ORIGINATOR:

—ner —
CONCURRENCES:

.

The recommendation conta.ned .t paragraph 4 is approved.

—ate
Deputy Directer of Central Iatelligence

show full distributioa patters od all xit-rul copies.
Copies t be provided for all coordinators (2 cys slways

for DXBP) - m epletters prepared for transmittal
outside the y W 1 rovide for co-currcuco(-). on

the carboa copy;: it " o hgentye
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(- ORRESPONDENCE_KANDBOOK

PART V1

ASSEMEBLING MEMORANDUMS FOR FORWARDING
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ASSBA_@ING MEMORANDUMS FOR FORWARDING | Bart VI
INDEX
. Page
A. u“blmmrwm‘ YRR EEEAEEEEEE RN I A A I B I R A A A A .’ .
" B. Forwarding Memorandums e et eeanaeaeneneaaianr e pA
¥ ',

e e s ADDIOVEd For Relsase 200107112 S BIAED
pproved For Releasg 2001/07/12.
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MSEOLIW MEORAOUS FOR FORVARDING _pMI W

' Aooonh ilng Nemersadwss

1. Finel respondisliity for the cerroet sssembly of aemereaduss rests with
the eriginater. (See Correspendence Naadbook, Part |, Pare. U end EXNIBIT Ia)

‘ Nenorandume cerrectly sssesbled wiil inslude the fellowing ltems, 8o appropriaste,
.. in the sequence indicateds

a. Transsittel 81ip, Fors 241} Min‘ Slip, Fore 'ﬂ’ Rowting and
:::orl Sheet, Fora C10 as sppropriste. Reler to Part Vill, Pare. €, O,
€s o0 Wms. .

be Original and courtesy cepy, i1f clipped tegether. (0n external
‘ senorsnduns protect original with thin tisswe,

ee Ad@ressed pensity indice or plain eavelopes, as sppropriste, for the
erigingl and couriesy Gopy with sompleted postage siips atteched, 1f required.

d. Inforuetion coples for addressees eutisde the Agency with addresssd
envelopes and completec postage silps, sttached—Iif required.

o. infersation coples (er cemourring ofticiale! coples) for diotridbe=
tion within the Agency with addresseé rosting slips attashed, 1 f required,

f. Offlcial record copy (yellew tissue)

“ge Origina) inceming memersadum, enclosures, ols., and say ether
asterial te be sttached to the offidial file copy ss part of the efficial
f11e on the sesorandums. ‘

h. Extrs copy {or ceples) for the Dlrecter or Directer of
Sentral Inteliigences 1f the sigalng official ls olther the Otroeotor or
the Ozuty Director and the officlel (1! - - opord Is to ba retalaed
sl sither ond or leval, prepare an sddi Lisant copy om plain < ! + tissuwee

now o F v R R S g, poerY e o7 Y I"ﬂt".
e o be reiaineu st enviher isvel, propars \we entrs eupies o plaln white
tissue for the Directer and the Deputy Directer,

l. Return copy (If desired) with sddressed routing slip for it return.

Jjo Reference saterial for retura Lo reference souwrees.

k. THeid Back® eopy (it dosired).
2, In additien to the sboves

o A completed Devesent Reseipt, Fora $15, will be attsshed te cash
eriginal or copy requiring o recelpt in acoerdense with curreat Agemoy
Security Reguistions,

"be Copies for distribution within the Agency will be designated by &
chook beside the office du!t:-tlo- 1adlcated under pistridbution® 1f the
distribution of ceples s within s particuior otflice and such & sesns of

Indlost! distridution Is adequate for revting, revtieg siips need gat be
sttached te the ceples. ’

Wa‘m"f@’ o e S i = o . P . g e '*,‘ P . . . < g
T Approved For Relea '

se Q7/124 -
o gt morme m e < s..z\q9~1lw JW‘;QQ

0G5R0AQZA0NB0065-4 ... e ¥
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r

e Ensioswres will be attached by clips te the eriginal or ceplen trans-
altting them,

do Assembly reforence tabs wiil be stiached whemever thelr wee will ex- .
pedite the reviev and approval of sesersnduds. Signature tads shoeld
28t be sttached In the office of origin. These will be attached In 0/0CI.

ee The completed asseably showid inciude sil necessary routing siips,
onvelopes, recsipts, and postage siips properly souplieted and sttachec to
the respective material,

f. 1f necessary, matoriai should bo fentened together with paper clipe
sad wade & part of the completed assenbly by blader sitps. Staples shesid be
wed with dlscreation; consideration being given te the amount and type of
Nandiing the semersaduns mey reecsive.

ge 1 1t Is anticipated that nensrasduns will receive considershis hand-
Iing, & backing sheet of bond paper or heavier steck sheuld be atteched to
protect the back pages,

8¢ Forwardling Wemerundme ‘

Senerandenn wi!i be sssenblied and ferwarded through prescribed chanaels
te the particelar offise MIP for centre!, precessing, sad forwarding.
Only trassaitta; media cempiying with the seswrity roquireseats of currseat
Ageacy reguistions will be wsed,

LA LR E A N .
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. Part VI L e g rom FORWARDING

- ——

(12)

OFFICIAL FILE COPY
(Yellov Tissue)

ORIGINAL TROCLTNG y Yoy
NN R 4
PUTD AsSDeLY ma w)
R .
"Ml i
‘::;1::'::.0« RETURN COPY (1f desired)
MEFEIRDKE MATIRIAL JOR
T 70 MFWRENCE SOUNCES
"BOLD BACK*® COPY
(1f ¢noired)

Place envelopes verticel bohing
original (and eourtesy u& 1t there
1s one) of emsh outgoing correspondence.
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CORRESPOMDENCE HANDBOOK

PART VII

ENVELOPES AND MAILING
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. Envelopes and Mailing Part VII

INDEX
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FR-BRRGRSEONEY

ENVELOPES AND MAILING , Partr VII

A. General

When mail is prepared for transmittal, it is important that the
proper envelope is used to ensure correct handling. Window en-
velopes should be used whenever possible. When a window envelope
cannot be used for security reasons, select a regular envelope of the
appropriate size.

B. Types

The Agency uses both penalty indicia and plain envelopes, as well B
as penalty indicia labels on packages. The penalty clause, “Penalty =
for Private Use to Avoid Payment of Postage $300,” appears in the e
upper right corner of the penalty indicia envelopes and labels. The :
following types of envelopes are available (some contain preprinted
Agency addresses) :

1. Penalty Indicia Envelopes

White envelopes, 8%" x3%", and 1798 L1y
White window envelopes, §%" x 3%"
Manila envelopes, 12° X 9%" :

Labels, gummed, 5" x 3"

8. Plain Envelepes
White envelopes, 313" x ¢, 8%~ x 3%", and %" X 4%
White with opaque shading inside, 8%~ x3%", and 9" x 4"
White window envelopes, 8%~ x 3%" i
White, Air Mall, red and blue border, $%" x3%" (both piain and opaque
shading inside) and 94~ x 41§ manila envelopes, various sises from
57%" x 3%~ through 18~ x 141"

3. Multipurpese Envelopes

The multipurpose envelopes are encouraged for internal routing. These
envelopes are designed with a window pocket attached to the outside to
accommodate a courier receipt being used as an address label, a 3" x 5"
card, or paper on which the address is written. The envelopes may be
teused by removing the addressed paper or card and ingerting & new one
properly addressed. Multipurpose envelopes are availabl: in manila sizes
12” x 10" and 16" x 10~

4. Chain Envelopes

US. Government messenger envelope, Form 63, sizes 12" x 9% and
‘16~ x 12” may be used for sending material between government offices and
agencies uniess prohibited by security or operational requirements. When
using the chaln envelope, enter the Stop Number (if known) for the ad-
dressec’s agency in the space labeled “Btop.”

i

C. Use

The use of penalty indicia in lieu of postage stamps, is a matter of
convenience and economy to the government. Official mail quali-
{ying for transmission under penalty indicia is broadly limited to

1

Approved For Release 2001/07/13% CIX"RIPM-80005R000200080065-4
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:wi. Uﬁ
*UART VI ENVELOPES AND MAILING
official letters,t , enclosures, etc., that are reasonably

related to the subject matter of the material. Penalty indicia should
not be used for:
1. Mall on which additional postagc is required, such as air mail, mail for
most foreign countries, or mail weighing over four pounds.
2. Personal malil and other unofficial malil. even though a postage stamp
is affixed over the penalty clause. ‘
3. Inner envelopes used for double sealed material.

4. Mall sent outside the Post Office channels (by messenger or courier).
In addition, do not piace labels on penalty indicia envelopes.

D. Addressing Envelopes for Transmittal Outside CIA

+. In addressing an envelope, begin typing approximately one-half the .
depth and one-half the width of the envelope. S8ingle space the name F
and address in block style. The envelope address will be the same as the -
address on the letter

' ©© e+ -4 are to be dhp-tched by special delivery or mutered
mau type the words “SPECIAL DELIVERY” or “REGISTERED MAIL"
in all caps, two lines above and flush with the address. i

are to be dispatched by AIR MAIL, no special instruc-
an are necessary provided an alr-mail envelope is used. If an air-malil
euvelope is not avallable, use a plain white envelope without a penalty
indicla. Type the words, “AIR MAIL,” in all caps, two lines above and
Aush with the address.

4. Inter-Agency Mail—If contents of mail being sent to another govern-
ment agency is unclassified, indicate on the envelope the addressee, the
room, and 8top Number. Do not use a penalty indicia envelope. (Delivery
1s made by U 8. OMcial Mail and Messenger Service.)

5ot ~+ w. are classified either SECRET or CONFIDENTIAL and
am to be transmitted outside the Agency, attach two envelopes properly
addressed.

st e swie A€ Classified, atuch Form 340, Courier Receipt. In-

dicate the office, room number, and bullding. Do not include the Stop
Number. (Delivery is made by Agency courier.)

E. Addressing Inter-Office Mail

1. The incorrect addressing of inter-office mail results in trans-
mission delays and places an unwarranted burden on the courier-
messenger service. Personnel forwarding material shall ensure that
addresses contain the lonowmg information:

a. Office of origin.

b. Office designation of addressee (position title or name may be added
if desired).

c. Buillding designation.
d. Room number.

2. In the few instances where it is necessary to expedite delivery,
the envelope or package may be marked “Direct Delivery” or “Deliver
to Addressee” in addition to information required in puragnpha a
through d above.




- '*
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WTE: This guide is very general since security and dporltional requirements will often
Yovert the use of certain envelopes and lsbels. It is recommended that it oe used in
" njunction with current CIA Socurit{ Regulations, specific office directives, and in-

T ~mation obtainable from the Central Mall Room. o
: POSTAGE
TYPE OP MAILING OR UB TYPE OF ENVELOPE
5 CIA, PIS,| omugm OR LABEL T0 USE RECUIRED
_ or S8SU .
loner envelope for the transmis Noppenalty No
siom of double—sesled classified
mnaterial
wWithin Headquarters Nonpenalty (CIA Chain, No
U. S. Govt. Messenger, oOr
regular envelope, epend-
ing upon security re~
quirements)
Inter—Agency (Washingtom, D. C. Nompenalty (U. 8. Govt. No
ares only) Messenger orpmulu'
. AN . mclotu de ing upon
security requirements
Jffieial mail, four pounds or X Penalty No
under. directdd to addressees in _ .
the continental U. 8., U. S. Terq X Nonpenalty Yes
ritories and possessions, Canada
g:ribbnn Republics, Centiral and
dcuth America (except Argentina .
and Brasil) ’ .
Offici:] mail over four pounds ' X oo X Nonpenalty Yes
direct: 1 to addressees in the
continental U. S., U. 8. Terri-
tories and possessions, Canada,
Caribbean Republics, Central and
South America (except Argentina
snd Brazil)
Air Mail X X Nonpenalty Yes
Speciai Delivery X Penalty Yes
X Nonpenalty Yes
Registered Mail . X Penalty (Nomwindow) Yes
X Nonpenalty (Nomwindow) Yes
Registered Mail — Return Receipt X Penalty (Noawindow) Yes
Requested
X Monpenalty (Nomwindow) Yes
TYPES OF PENALTY AND NONPENALTY ENVELOFES
AND LABELS FOR TRANSMITTING OFFICIAL MAIL
. Faad
E . oo . .
L e — N

R
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"Materials for Assembling and Forwarding Memorandums : part VI1I

INDEX

Page
‘A, Reference Tabs .........cc0ciuvnnnn. ceseiseesaes T R
B. Priority Tag, Form 160 ............. e i re e et |
C. Transmittal Slip, Form 2141 ...... 7
D. Official Routing Slip, Form 237 ....c.eeeivennrronsnnneenaons 2
B. Routing and Record Sheet, FOrm 610 .......cceueeeeneenenn.. 4
F. Courier Receipt and Log Record, Form 20 ........ L
G. Document Receipt, Form 615% ..............en.s e, ip
H. Postal Slip, Form 239 e teeene e et e )
I. Document Contrcl, Farm 258 ceenasnas ceetesetenaen Crer e ?
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MATERIALS ror ASSEMBLING AND Mumm Mzmomanp .. ; Part VIII

A. Reference Tabs o (3

- This form is an invaluable aid to officials reviewing memorand s,
" It is particularly helpful whety « ses. ansugs 18 bulky or is to be re-
viewed for concurrence or approval by ssveral officials. Reference
tabs are designed for repeated use. They are attached with paper
clips. These tabs are available at the Building Supply Office.

NLVNDS

OFRCAL
.13
Oy
wb
e
COMNCUR

o

TVAOUNY

uﬁs SIZE AS SHOWN
B. Prierity Tag, Ferm 160 .
This form aids in expediting the routing and processing of .

¢ w1 Wihenever other than routine handling is required. The tag
is colored, size 3” x 1%4”, and is reusable.

PRIORITY

T50 W 160 vu reevieus Bassicns ﬂ un

SAME SIZE AB SHONN

Approved For Release 2001/07/12 : CIA.-RDP74-.00005'R00020008006'5-4 :
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FORWARDING - . . .o
" PART VIII  MATERIALS FOR ASSEMBLING AND

C. Transmitial 8hp, Form 241 | s otner mate
This slip ir us~d for transmitting =+ -+ g oument 1s
rial within Héadquarters when only one addressee pe _

involved.

]
: ‘ " DATE
" | TRANSMITTAL SLIP
f e e Y
FROM:
> —" TXTENSION
mm »e o OPO WEI—O- 430445 (7]
‘?{‘ﬁ?s24‘ WHICH MAY BE VSED.

e

"
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MATLERIALS FOR ASSEMBLING AND FORWARDING Part VIII .

D. Official Routing Slip, Form. 237

or other material routed in consecutive order to two
or more parties in Headquarters are transmitted by Official Routing

Slips -

SENDER WIiLL CHECK CLASSIFICATION TOP AND BOTTOM
[ uncrassivien T | conrioential, | [ seomer

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRIESS DATE INITIALS
H
2 .
' :
]
s
[ -
ACTION DIRECT REPLY PREPARE REPLY
ArrRovAL DHSPATEN AECOMMENDATION b
COMMENT nu RETORN 5
CONCOARENCE INFORMATION HERATERE &
Remarks:

FOLD HERE TO RETURN TO SENDER

FROM: NAME. ADORESS AND PHONE MO. DATK
]__uncrassiFiep | ] CONFIDENTIAL | SECNET
previows oditi ()
'?-.‘l" 237 e ohtiom S SOVERTWERT PEIRTING BESICE 1901 O - MTIRE

ACTUAL 3IZE - 5" x 8"

Approved For Release 2001/07/12 : CIA-RDP74-00005R000200080065-4 | ey
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n wrTT

. Wputing and Record Shest, Perm 610
The extent of review and concurrence in.offices through which
correspondence may pass 1s often indefinite. Therefore, for corre-
spondence of more than a routine nature, provision should be made for
extended routing. Routing and Record Sheet serves this purpose. Iu
addition, it provides space for added comments and serves as a pro-
tective covering over the original.

0] wmaassifies [ m [ comeipentiaL (] secasr
ROUTING AND RECORD SMHEFY
b i T e e e
MO vGn
am.o-..«q.,.-—-..*“ Lt L OmaEn s | (Omaeil tunbe sext tememe te thee bem wham
- ) ATy B s Brue o e e sshee OB st cammen
wan . .
1
, .
. :
. ;
s
L)
B + 4
.
s b
i
H 4
%] "
1)
e
1y
T8N0 VTN U SkCmET T COMFIDENTIAL [ JoTem ) UMCLASSIFIED

ACTUAL SIZE - 8" x 103"
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MATERIALS FOR ASSEMBLING AND. FORWARDING M 4 Part VI

F. Courier Receipt and Log Record, Form 240

All envelopes or packages containing material classified CONFI-
DENTIAL and above, transmitted between buildings within or outside
ClA, are customarily accounted for by a Courier Receipt. Receipts
are prepared in an original and two copies. Copy one is inserted in
the window pocket or securely attached to the envelope or package
without 'a window pocket. Copies 2 and 3 cuntain logging informa-
tion for use by the originator and the recipient. When log data has
been added to the Courier Receipt, copy 3 shall be inserted inside
the package to be delivered to the addressee. Copy 3 becomes the
log record in the receiving office.

oM " 492608

TYPE OF MATERIAL
- e e and

TO: : | enveLOPE (8)

e e

| PACKAGE (8)
OTHER

ORIGINATOR: DO NOT COMPLETE THIS COPY BELOW THIS LINE REMOVE THiS COPY
IF LOG DATA IS TO BE ADDED ON COPIES 2 AND 3. INSERT ONLY THIS COPY IN THE
WINDOW POCKET, OR ATTACH SECURELY TO ENVELOPE OR PACKAGE WITHOUT A
WINDOW POCKET.

SIGNATURL OF RRCIPIENT (NOT I1NITIALS) GATE AND YIME OF RECKIPT

: 2 AT SR

COURIER'S RECEIPT

1

rorm 240 UsE PREVIOUS . (24-28)
$-60 EDITIONS

COURIER RECEIPT AND LOG RECORD

IR SR S T

W R M ko R s L -A e F ,*'j'm,”,_,} )
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;' Miterinie Zor

. Domment Ressdpt, Feom €15

A Document Receipt is required for mll correspondence classified
SECRET transmitted outside CIA., Its use is optional for SECRET cor-
respondence transmitted within the Agency and CONFIDENTIAL material
forwarded outside CIA., Document Receipts are prepared in an origimal
and one copy. The original is transmitted with the correspondence;
the copy 1s retained by the sender until the original bvearing the
recipient's signature is retirned. The copy is then destroyed.

Weaee Cv BOCUMENTS, S 5 "
] 2
- T oas 3
r ¥
é i
-
%. 6y e . * e

T0: OA MCIPENY
Place signed receipt in ovigoing messenger bex Tor retwrn 1o sender of document
shrough ogency messenger secvice.

10: NON-CIA RBCIENY
Ploce rgned it in lope ond e

P , R
CEMNTRAL INTELLIGENCE AGENCY

2430 E STREET NW,
WASHINGTON 23, D.C. Stap 04

L -

BACK
ACTUAL SIZE - 33" x T3"
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MATERIALS I:r_ASSEMBLING AND FORWARDING PART VIII 5

I. DOCUMENT CONTROL, Form 238

Mis six-part form is designed to provide intra-office mail control
- when the volume of correspondence justifies using control measures.
‘renerally other transmittal or routing slips are unnecessary when

this form is used. :

‘ ;:n »e. ASPLAGES® FORM 0.1 (s ‘ §
i v mav we e Wen 16 oseeLATE DOCUMENT CONTROL..,._’# i
sxc. on.1 onieIN CONTROL NO. ; f
} BATE OF BOC | PATE REC'D | DATE OUT USPENSE DATE| CROSS REFERENCE OR S ¥
r POINT OF FRLING .
1o ____teon ¢
PFROM RouTING DATX Ne *
USJ. H
— 7w on oA
ATR ING oy
. — W 22
ATE
SOURKER NO ANSWERED NO REPLY — — — ;
= l ' 1 —-
[coURIER No. ANSWERED NO REPLY 2 ___ ] :
COURIER NO. ANS VERED NO REPLY - :
1 ] 3]
COURIKR NO. | A NSWERED NO REPLY —
. : . i S 1 —
| COURIER NO. ANSWERED NO REPLY j 5 —
u;uv;n NO. ANSWERED - | NO REPLY _ 6 .
ACTUAL STZE - 5" x 3 1/16"
8 ‘ .
N .
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MATERIALS FOR ASSEMBLING AND FORWARDING . . ‘ Part VIII

H. Postage Slip, Form 239 -

1. A Postage Slip shall be completed and attached to each memo-
randum which will require special postage or handling. In com-
pleting the slip, indicate the type of mailing service desired, and
fill in each pertinent space, except the box marked for use by “Central
Mail Only.” In addition, type the words, “DO NOT METER,” if for
security reasons the postage should not be affixed by a postage meter.

NOTE: A single Postage 8lip may be used to cover each letter in the group
of letters if each letter in the group requires.only first class postage. For
such cases, type the word, “yarious,” In the addressee box on Form 239,
followed by the number of addressees in parentheses. Attach a listing
of these addressees.

2. Postage Slips will be required when the originator of
, desires a Return Receipt Card Tor Registered Mail, Post
Office Form 3811.

ST MSTRUCTIONS
e atvERSE SIDE REQUEST FOR POSTAGE
#_.._7
ATQUIRED SERVICES
=
L PIRST CLASS ] sanca rom Donqwmv
0 wnwan O rus on s00x mme
O srecia oeuveny ™7 moveao (wess
) aeosrems [0 ot nsoums
—
i acTumn ecoer 3 onwven vo aconeseer oy
SAVAILABLE OWLY OX REGISTIRED AND WISURED MANL
ADDRESSEL . CENTRAL MAIL ONLY
ADDRESS
- ™™ amsm
OMIGTRATING OFFICE POSTASE APIXED
ATt EXTENSION | Y
m Use previous editions

SAME SIZE AS SHOWN

O ARG BoEB=L "

I — - -
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CORRESPORDENCE HANDBOOX.
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Registered Mail and . .. = Mailing Procedures : Part IX
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Regiaterad Mail . _
e #ailing Procedures Part IX

A, General

United States postal regulations require that
return addresses on registered mil include
name of the Agenoy. Domestic mam v 2o w01
ters with a defense classifiocation of 3ECRET or
CONFIDENTIAL forwarded outside the Agency as
registered mail will be accompained by a completed
Form 239, EXHIBIT I.

B. Procedures

Tach division or component 1s responsible
for preparing the envelopes and the dooumentation
required for all oorreczmdoncc it forwards through
ve t-t -1 mall facilities.

1. The return address to be used for official
gvert domestig mail vhen there are no security’
' o P ‘.l

CENTRAL INTSLLIGENCE AGENCY
WASHINGTON, D.C. 20505

Penalty indica envelopes will be used. The retuwrn
address will be placed in the left corner above the
notation, "official business,” and needs no other
sender identification. ,

2, Mail forwarded as registered mail using the
Agency as a return address is to be accompained by
a copy of Form 239, "Request for Postage," with the
appropriate blocks completed. (See EXNIBIY I.) The
originating offioce should be shown alcig with the
originator's true name on the form., Ko tape of any
kind should be used on registered mail.
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podon il g REQUEST FOR POSTAGE . ",
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D SPECIAL DELIVERY D WBVAED (vl ....)
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CENTRAL MAR ONLY
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